Job Aid:
Submitting Questions & Viewing Answers with the Q&A Tab

This Job Aid shows Vendors how to:

e  Submit Questions to Buyers
¢ View answers to Questions

Of Special Note:

¢ Not all Bids allow for Q&A. Questions may only be entered into the Q&A tab when Buyers have activated this feature.

e This job-aid walks Vendors through the process of submitting questions to Buyers who have posted Bids in
COMMBUYS and the RFR allows for submission of questions.

o |f a Department accepts written questions regarding a Bid, all accepted written questions and answers must be
published as part of the Bid record in COMMBUYS. This requirement may be met by attaching a Q&A document to
the bid or by using the COMMBUY'S Bid Q&A functionality.

¢ COMMBUYS will not prevent Sellers from asking questions using the Bid Q&A functionality up until the Bid Opening
Date/Time. In their bids, Departments may set a date/time after which they reserve the right not to respond to
questions.

Screenshot Directions

1. Lagnch the COMMBUY'S website by
entering the URL

n (http://www.commbuys.com) into the
Browser.

—— OPERATIONAL SERVICES DIVISION ——

W

‘COMMBUYS is the only official procurement record system for the Commonwealth of Enter your Iogln Credentlals and CIICk the
M t " Executive D COMMBUYS offers free internet-based Login button on the COM MBUYS home
access to all public pracurement information posted here in order to promote

transparency, increase competition, and achieve best value for Massachusetts page_

taxpayers.

COMMBUYS INFORMATION:

For more information on COMMBUYS please visit the COMMBUYS support pages.
Tiaining and R for P

Training and Registration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

If you have any questions or concerns contact the COMMBUYS Help Desk at
COMMBUYS@state ma us or ring us during normal business hours (8AM — 5PM
Monday — Friday) at 1-888-627-8283 or 617-720-3197.

L Register
Register here ta begin using COMMBUYS.
Vendors, please read this disclaimer prior to registering.
L L Complete Reqgistration
Complete registration here to begin using COMMBUYS.
Vendors, please read this disclaimer prior to completing registration.

L L Open Bids
Browse open bid opportunities.
L Active Coniracts
Browse active Contracts/Blankets.
L Contract & Bid Search
Search for Bids and active Contracts/Blankets.

L L Registered Vendor Search
Search for registered vendors.

Login ID: |

Password:
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Screenshot Directions

2. Upon successful login, your home page
displays with the navigation bar, header
bar, and control center. The control center
allows you to easily access and view
documents that are assigned to you.

UNSPSC Code Browse | My Account | Customer Service | About Click on the Bids tab.

| Home POz~ | Bidsv | Contracts Quotesv

Home - Welcome Back John Smith

m Vendor Communication(0) Bids(9814) PO(0) CQuotes(0) Vendor Performance(0)

3. Clicking on the Bids tab opens four
sections:

e Request for Revision

7 Vorecors o e Bids/Bid Amendments
Bids ! Bid Amandments (Un Acknowladged) (Unacknowledged)
Bid # Organization Alernate id Buyer Description Bid Opening | BId Q& | Create Quote Bid hd Open BidS
TS e === == ]  ClosedBids
mﬁm‘“ﬂm Dapartment of Agocuburs Azssurces. Aander B0 | WASSVETERNARY-FY14 e = Graate Guote
s - o e wmiee] e | e | 2 F o Click on the blue Open Bid hyperlinks to
e e e e [ e Tme | OPen and review a bid, or Click the blue Bid
- e - Q&A hyperlink.
D15 1943 0000 AF i (AO00R404 Emargency Managemeni Agency Mork Liv Tant Bid Cramton. 1202872014 004000 AM Award in Process.

4. If the Vendor has not previously opened
and acknowledged the bid, a new page
opens with a message requesting you
acknowledge receipt of the Bid. Click Yes
to acknowledge receipt of the bid.

| Acknowledge Receipt and View Solicitation

Bid# 0000014
Bid Description ‘Soow Man Paty

Click Yes to dowmload of the bid. Wh

bid ive any regarding this document. I you do not want to acknowledge click
No, and the bid will be displayed. Do you want to continue?
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Screenshot Directions
5. The Bid opens. Shown here is the top
left half of the page. Information found here
includes:
Bid Number: 0100141 Descrigtion: S ManPay Bid Opening Date: VIHSEIM E20P
Purchaser:  Bueiuye Organization: Openbina Senices Disin [ Purchaser
Department:  BSAS -Burau o Substancs Abus Senies Location: 7300 - Conera SA. ° Department
Fiscal Year: Type Code: Allow Electronic Quote: Yes . .
Altemate ld: RequiedDale;  I1160M Balable Date M T200 P ® Contact for this bid
Info Contact Gt Les Doy a EEEES 5550 Bid Type: oPEN Informal Bid Flag: e e The type of purchase:
Purchese Ot
Puctee o Open Market
Pre Bid Conference: o X Blanket i
I e Pre-Bid Conference details
Shipp  Opermoma Sevcs D Billdo Address:  Dreona Serces ission Print Fomat: BilPrit o Sh|p't0 and Bill-to Addresses
. Ate Adess .
W sminom 14718 e Any attachments to the Bid
Enal. eposisengpescopeulings com Enal. saosben perscopeuding com
Phone; [E5es 565] Prone: Egss £655]
:‘l‘;m s 200 atchmesce
Form
Attachments:

6. Scroll to the bottom of the page. Click on
the Bid Q&A button.

Total Discount Amt. Tax Rate

Brand:

Packaging:

Print Page Bid 0 & A Exit

7. The Q and A screen opens. Posted

answers appear on the top half of the

screen. The Vendor may post questions in
Open Market Bid BD-15-1080-1080C-1080L-00000000382 the lower section of the screen.

Current Q & A for this bid:

For each question asked through the Bid

Question # Created Date User Created Question Subject Question Answer . . .
‘ s e i s e e Q&A functionality, COMMBUYS displays
——— e the name of the vendor who asked it. In
Guesion Subiet Cuosion max 240 harsctors cases where displaying the names of the

vendors may undermine the fairness or
competitiveness of a procurement, the
Department may choose to post questions

P s T T e e I @nd answers as a document attached to a
Bid.
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8. If a Vendor wishes to submit a question
to the Buyer, the Vendor must enter a
subject for the question in the Question
Open Market Bid BD-15-1080-1080C-1080L-00000000382 Subject column and then type the question
in the Question column. Questions may be
up to a maximum 2000 characters long.

Current Q & A for this bid:

Question & Created Date User Created Question Subject Question Answer

1 12012014 James SminViater Vieeid Materas Are you niseested i £P materials snd recycied matseisis? ves, we wil consicer

2 1201201 John SmehiSuris Up Fool Supples Date 501 Time. [Duck? Dodge? Hyde? Paul el me f you =t s question

Question Subject Question (max 2000 characters)

s e T = [ oo

9. Click on the Save & Continue button to
save the newly-added question and remain
on the screen to add another question.
Click on the Save & Exit button to save the
question and exit this screen. Clicking
either button sends the question to the
Buyer.

Add new questions:

Queston Slect Queston fmax 20 charecers)

Paol Rope Wzt langeh in metvers or feer do yon repined ¢

T T T I
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